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11 DEPARTMENT OF HEALTH AND FAMILY SER/ICES HFS 5.05

Chapter HFS5

PERSONNEL ADMINISTRATION IN LOCAL HUMAN SERVICES AGENCIES

HFS5.01 Purpose. HFS 5.05 Training and employee development.

HFS 5.02 Delegation of authority HFS 5.06 Separation and performance evaluation.
HFS 5.03 Recruitment, selection and appointment. HFS 5.07 Equal employment opportunity and appeals.
HFS 5.04 Classification and compensation plan. HFS 5.08 Political activity

Note: Chapter PW-R 10 as it existed on July 31, 1981, was repealed and a naynderrepresenteid the work force to help ensure they are among

chapteHSS 5 was createdfeftive August 1, 1981Chapter HSS 5 was renumbered i P
chapterHFS 5 under s. 13.93 (2m) (b) 1., Stats., and corrections made under s. 1mcandldates from whom appointments are made.

(2m) (b) 6. and 7., Stats., Registapril, 1997, No. 496. (b) The recruiting program shall be designed to meet current
andprojected work force needs and shall be tailored to the number
HFS 5.01 Purpose. The purposeof this chapter is to andtype of positions to be filled and to labor market conditions.
ensurefair and eficient personnel administration of local aging, (2) SELECTION AND APPOINTMENT. Selection procedureshall
mental health, alcohol and other drug abuse, developmental dissessapplicant attributes necessary for successfulpetfor
abilities, public health, income maintenance and social servicemnce shall be based upon the duties and responsibilities of the
positionssupported by federal funds which require ftsonnel job to be filled and shall provide for the appropriate ranking of
standardson a merit basis be establishadd maintained. The applicantsfrom themost qualified to the least qualified which
departmenbf health and family services, pursuant to ss. 46.01€hall constitute the employment list.
49.33(4) and (7), 51.42 (7) (b), 51.437 (16) and 2272), Stats.,  (a) Appointments shall be made from employment lists estab
shallensure the continuegceipt of those federal funds by pro lishedon the basis of the relative abiliknowledge and skills of
viding direct merit personneservices to local employees orthe applicants.

assigningthat responsibility to local employers. (b) The number of applicants to be considered for employment
. fgggg;n)cgbﬁsgggf;“'y 1981, No. 307, &8-1-81;correction madeunder  gya)|he determined prior to the initiation of any selection proce

' T dure.

HFS 5.02 Delegation of authority. (1) OFFER AND (c) Job related minimum training and experience requirements

ACCEPTANCEOF DELEGATION. Determination by the departmenft Shall be established for each job. The requirements shall be met
healthand family services that the local employer has acapt by all candidates in order for them to be eligible for examination
bility to administer this chapter shigiad to an dér by the depart &ndappointment.

mentof health and family services of delegation, and acceptance(d) Permanent appointments shall be contingent upon satisfac
of thatoffer shall make the local employer responsible for tH@ry performance by the employee during a fixed probationary
administrationof this chapter period.

(2) PERIODICEVALUATION BY THEDEPARTMENT. (a) The depart () Temporary appointments shall have a reasonable time
mentof health and family services shetintinue periodic evalua limit. If the employment lists of eligible applicants are available,
tions of the performance of the local employer to ensure that tiiiy normally shalbe used for filling temporary positionseri-
chapteris being administered fairly andfiefently. poraryappointments may be made to provide for maintenance of

(b) Any violations of merit principles discovered by theessentlatserwces In an emgency situation.
departmenbf health and family services in évaluation of the ~ (3) CAREERADVANCEMENT. Only employees who successfully

local employets performance shall be reported to émployer completea fixed probationary period may be promoted to higher
for correction. level jobs provided the agency ensures that all those considered

(c) Failure by the employer to correct violations identified b)?“,_%g?y:foé Lpégggr'?u?y%%lq:i!';'(??d gfc;r_}tlsel.job.

the department of health and family services may result in-with

drawalof the delegation. HFS 5.04 Classification and compensation plan.
o (I3)h A%Mf'N'SﬁRAT'O'\‘_ BY THhE 'ﬂEPSRT_M_ENT- Lhe dr(]epartmenyhof Equitableand adequate compensation shall be provided.
ealthand family services shall administer this chapter sot (1) Cia P
h . . - SSIFICATION PLAN. The classification plan shall be
tlmedas_ it c{etetl;]mlnﬁs tf:at thzlocal errlployéer_h_i{tats’rcfaﬁ)ab_lllty maintainedon a currenbasis. It shall include all job groupings
0 administer the chapter and agrees 10 adminiS@riollowing — yith similar duties, responsibilities, training arekperience
a determination that an employleas failed to correct violations requirementsnd other characteristics to which commontjtis
L?enlmleddafnd _rleporte_d to the employer by the department Qf,j:ompensation provisions may be applied. It shall be utilized
i"’.‘st a_nc ?emlx sfrlv"l:ge;‘l' No. 307 &f8-1-81 for decision makingpn compensation, selection, employee devel
story: &r Registerduly 1962, No. 597, : opmentand other personnel program activities.
(2) ComPENSATIONPLAN. The compensation plan sha#isign
ay rates or ranges to thefdient job groupings in the classifica
on plan on aurrent basis and shall take into account the respon

HFS 5.03 Recruitment, selection and appointment.
Recruitmentselection and appointment of applicants fpr emplp)ﬁ
men_tand a(_jvancement of employ&mll be on the basis of thelrsibility and dificulty of the work and theompensation needed to
relativeability, knowledge and skills. competein the labor market

(1) RecruitMENT. Recruiting eorts shall ensure that inter  History: cr. RegisterJuly, 1981, No. 307, €f8-1-81.
estedand qualified applicants from outsittee employing agency
areconsidered for employment. HFS 5.05 Training and employee development.

(&) Emphasis shall be placed on recruitinfpee$ to attract (1) EmpLOYEE TRAINING. Employees shall beained as needed
minorities, women and members of other groups substantially assure high quality performance.
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(2) ORGANIZED TRAINING PROGRAMS. Omganized training pro tion, as provided in subch. éf ch. 11, Stats., and relevant federal
gramsshall be established as needed for the purpose of enhansisgutesincluding, but not limited to, the Equal Employment
the knowledge, proficiengyability and skills of employees in OpportunityAct of 1972 (42 USC 2000e-2000e-17), the Rehabi
orderto keep them abreast of current developments in their océitation Act (29 USC 701-709), the Age Discrimination in
pationalfields in order to assure high quality performance.  EmploymentAct (29 USC 621-634) and the EquRdy Act (29

History: Cr. Registe,rJuIy 1981, No. 307, &f8-1-81. USC 206)1 Sha” be assured to a” personsl
HFS 5.06 Separation and performance evaluation. (2) AFFIRMATIVE ACTION. An afirmative action plan shall be
Employeesshall beretained on the basis of the adequacy of theffevelopedand implemented tincrease the utilization of women,
performance. minorities anchandicapped persons previously underutilized and

(1) EMPLOYEE EvALUATION. Employeesshall be evaluated underrepresentelly theidentification of goals and establishment
periodicallyon a job related basiy their supervisors to ascertain®f timetables formulatedo correct substantial disparities. The
the adequacy of their job performance in relation to agency perf#@nshall include:
mancestandards. (a) Provision for the collection and maintenance of data on

(@) Performance evaluations determined through a joifpplicantsand employees by race, sex, ethnic group and handi
review by supervisor and employee of job results achieved she#ippedstatus to determinte impact of the selection process on
bethe basis for personnel actiong¢gognize or to reward supe the composition of the work force;
rior performance. (b) Periodic evaluation of results to assess tfee@feness of

(b) Where performance deficiencies exist, a performantee plan in achieving both lortgrm and interim goals on a timely
improvementplan shall be initiated by the supervisor and thieasis;and,
employee. ) ) (c) Prohibitions against unlawful discrimination.

(c) Procedures shall be established to provide for the tra_nsfer(g) APPEALS. In the event of demotion or separation, perma
demotgm,_or glschage offtemployeemghlgfé r;}erforrgance codntln nentemployees shall be provided with the right to appeal through
gg?rfcti? inadequate after reasona ave been made to animpartial process that may be recommendatory or enforceable

' on the employerAppeals of alleged discrimination of an appli

(2) LAYOFFS AND SEPARATIONS. Employees who have cem gantor employee shall also be provided through an impartial pro

pleteda fixed probationary period shall not be subject to fayofasgthat shall result in timejyenforceable decisions.
exceptfor reasons of curtailment of work or lack of funds. History: Cr. RegisterJuly 1981, No. 307, f8-1-81.

(a) A layoff procedure to reduce theork force shall be devel
opedbased upon an evaluation of performance and length-of seryes 508 Political activity. (1) RESPONSIBILITY OF
vice that shall ensure the retention of the most competmior | 1. covernvenTs.  Local employers shall inform their

employees. _ ~ employeesof their political rights and of prohibited practices
(b) Employees who have completed a fixed probationaphderthe Hatch Act (5 USC 1501-1508).
periodshall not be dischged except for good cause. Grounds for .-
discharganciude, but are notimited to, irfiefency, neglecif (8] P RS CRERINEER A ACHEE (B PRERR R )
duty, official misconduct or malfeasance irfioé. | 6 he riah heir vi -
History: Cr. RegisterJuly 1981, No. 307, &f8-1-81. employeedhave the right to express their views as citizens, to pur
suetheir legitimateinvolvement in the political system and to
HFS 5.07 Equal employment opportunity and vote.
appeals. Fair treatment of applicants amsnployees in all  (b) Policies on political activity shall ensure that employees
aspectof personnel administration shall be assured. not engage in or be subject to coercion for political purposes or

(1) EQUAL EMPLOYMENT OPPORTUNITY. Fair treatment and seekcandidacy for public dite in a partisan election.
freedomfrom unlawful discrimination in personnel administra History: Cr. RegisterJuly 1981, No. 307, &f8-1-81.
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